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Accessibility Tutorials 
for Windows Vista

Discover How to Make Your Computer Easier to See, Hear, and Use
www.microsoft.com/enable/ 
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· Overview of Ease of Access Center

· Using the Ease of Access Center

· Apply all accessibility settings to the logon desktop

· Choose how long Windows notification dialog boxes stay open

Overview of the Ease of Access Center

Microsoft Windows Vista includes built-in accessibility settings and programs that make it easier for computer users to see, hear, and use their computers. Microsoft invested in more than three years of research to better understand the needs of people who experience a wide range of physical challenges that can impact their computer use. The accessibility settings and programs in Windows Vista are particularly helpful to people with visual difficulties, hearing loss, pain in their hands or arms, or reasoning and cognitive issues. 

Major accessibility improvements in Windows Vista are the Ease of Access Center and state-of-the-art speech recognition and magnification capabilities. 

Ease of Access Center
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The new Ease of Access Center in Windows Vista provides a centralized location where you can get quick access to adjust accessibility settings and manage assistive technology programs. 




The Ease of Access Center includes: 

· Quick Access. Start Magnifier, Narrator, On-Screen Keyboard, and High Contrast. 


· Recommended Settings. Based on answers to questions about performing routine tasks, such as whether you have difficulty seeing faces or text on TV, hearing conversations, or using a pen or pencil, Windows Vista provides a personalized recommendation of the accessibility settings and programs that are likely to improve your ability to see, hear, and use your computer. 


· Explore available settings by category. The Ease of Access Center also lets you explore settings options by categories: including making the computer easier to see, using the computer without a display, changing mouse or keyboard settings or using the computer without a mouse or keyboard, using alternatives for sounds, and making it easier to focus on tasks. 

The Ease of Access Center can be found in the Control Panel of Windows Vista, or by selecting Winkey+U. 
The Ease of Access Center replaces the Accessibility Wizard and Utilities Manager in previous versions of Windows. 

More Information
· Microsoft Accessibility Web Site www.microsoft.com/enable/  

· Microsoft’s Accessibility Update E-Newsletter (free) www.microsoft.com/enable/news/subscribe/. 
· Video Demonstrations are provided about the accessibility settings and programs in Windows Vista at www.microsoft.com/enable/.
· Step by Step Tutorials for all of the accessibility settings and programs in Windows Vista are provided in this document and are available for free download at www.microsoft.com/enable/training/windowsvista/. 
· Tutorials for More Microsoft Products www.microsoft.com/enable/training/.
Using the Ease of Access Center

The new Ease of Access Center in Windows Vista provides a centralized location where you can get quick access to adjust accessibility settings and manage assistive technology programs.

The Ease of Access Center includes: 

· Quick access to common tools. Start Magnifier, Narrator, On-Screen Keyboard, and High Contrast and they will remain on until you log off. Also, the Quick access section is read aloud while it is highlighted allowing you to select a tool by pressing the SPACEBAR when the tool name is either read or highlighted. 

· Get recommendations. This questionnaire asks about routine tasks and provides a personalized recommendation of the accessibility settings and programs that are likely to improve your ability to see, hear, and use your computer. * 

· Explore all settings. The Ease of Access Center also lets you explore seven categories of accessibility tools and options. When you select these tools and options, they will automatically start each time you log on.

Using the Ease of Access Center

	
	Mouse actions
	Keyboard actions

	1
	Open the Ease of Access Center, by selecting:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	Open the Ease of Access Center, by pressing:

· Windows logo key [image: image3.png]


+U.

	2
	Under Quick access to common tools, select to start:

· Magnifier 

· Narrator 

· On-Screen Keyboard, and/or 

· High Contrast
The tools you select will remain on until you log off.
	Under Quick access to common tools, select to start any of these tools by pressing ENTER when the tool you want to start is highlighted or read aloud:

· Magnifier 

· Narrator 

· On-Screen Keyboard, and/or 

· High Contrast
The tools you select will remain on until you log off.

	3
	Under Not sure where to start?, select:

· Get recommendations to make your computer easier to use.
	Under Not sure where to start?, select:

· Get recommendations to make your computer easier to use by pressing TAB, then ENTER.

	4
	Under Get recommendations to make your computer easier to use:

· Insert check marks in the check boxes next to any statements that apply to you. 

· Select Next to move to the next screen. 

· Repeat steps above until you reach the final screen. 

· Select Done.
	Under Get recommendations to make your computer easier to use:

· Insert check marks in the check boxes next to any statements that apply to you, by pressing TAB, then SPACEBAR. 

· Select Next to move to the next screen, by pressing ALT+N. 

· Repeat steps above until you reach the final screen. 

· Select Done, by pressing ALT+O.

	5
	Under Recommended settings:

· Select the options you want to turn on. 

· Select Save.
	Under Recommended settings:

· Select the options you want to turn on by using TAB, SPACEBAR, and the arrow keys. 

· Select Save, by pressing TAB, then ENTER.

	6
	If you want to look at settings by category, select one of these topics under Explore all settings. 

· Use the computer without a display. 

· Make the computer easier to see. 

· Use the computer without a mouse or keyboard. 

· Make the mouse easier to use. 

· Make the keyboard easier to use. 

· Use text or visual alternatives for sounds. 

· Make it easier to focus on tasks.

Tutorials are available for each of the settings listed.
	If you want to look at settings by category, select one of these topics under Explore all settings by pressing TAB, then ENTER when the category you want is highlighted. 

· Use the computer without a display. 

· Make the computer easier to see. 

· Use the computer without a mouse or keyboard. 

· Make the mouse easier to use. 

· Make the keyboard easier to use. 

· Use text or visual alternatives for sounds. 

· Make it easier to focus on tasks.

Tutorials are available for each of the settings listed.
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 * This questionnaire replaced the Accessibility Wizard found in previous versions of Windows.
Apply all accessibility settings to the logon desktop

You can set Windows to apply all of your Ease of Access settings to your desktop as soon as you log on. In order to use this feature, however, you must have administrator privileges. You will encounter a User Account Control warning when you choose this link. Select Continue (press ALt+C) to access the Change administrative settings window.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image4.png]


+U.

	2
	In the left hand column, under Tasks, select:

· Change administrative settings.
	In the left hand column, under Tasks, select:

· Change administrative settings by pressing the TAB key, then ENTER.

	3
	Under System Administrator settings, select:

· Apply all settings to the logon desktop. 

· Select Save.
	Under System Administrator settings, select:

· Apply all settings to the logon desktop by pressing ALT+L. 

· Select Save by pressing ALT+S.


Note: Here you can also Create a restore point for backup in case any settings cause performance issues. Choose this option by clicking the link or selecting it by TAB, then ENTER, then selecting the appropriate options by clicking, or using TAB, ENTER and ALT+the underlined letters.
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Choose how long Windows notification dialog boxes stay open

You can adjust the time limits and flashing visuals including how long notification dialog boxes stay open.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image6.png]


+U.

	2
	Under Explore all settings, select:

· Use the computer without a display.
	Under Explore all settings, select:

· Use the computer without a display by pressing TAB, then ENTER.

	3
	Under Adjust time limits and flashing visuals, select:

· An interval from the list for How long should Windows notification dialog boxes stay open from 7 seconds to 5 minutes. 

· Select Save.
	Under Adjust time limits and flashing visuals, select:

· An interval for How long should Windows notification dialog boxes stay open from 7 seconds to 5 minutes by pressing ALT+X and the arrow keys. 

· Select Save by pressing ALT+S.



[image: image7.jpg]Use the computer without a display
When et these setings hey il atomaticty s s e you g n

[ER—
‘ Nt esds o any st o he scteen. Yo il ned spskes.

£ Tum on Auo Descrpion
s descriptions o whots appein inidos (hen s

SetupTotto pesch

JUT—T——
1 Tum o sy animtions (whenpsivie

ol o Windows otficeion dblogbes oy spn?

70 acond

(o ) (ot ] [ howy ]





Make Items on the Screen Appear Larger (Magnifier) [image: image8.jpg]



•
Choose where Magnifier focuses 

•
Change the appearance of Magnifier 

•
Set the zoom level of Magnifier 

•
Resize or move the Magnifier window

Make items on the screen appear larger (Magnifier)

Magnifier, the magnification program built into Windows Vista, enables you to choose magnification levels from 2 to 16 times the original, and to choose to track the mouse, the keyboard, or text editing. 

There are two ways to start Magnifier:
· Start Magnifier from Quick Access to common tools for use in the current session, or 

· Turn on Magnifier so that it automatically starts each time you log on.

[image: image9.jpg]


Tip 

When the Magnifier settings window is minimized to the taskbar, open it by pressing: 
The Windows logo key [image: image10.png]


+T. Arrow keys to select Magnifier. Spacebar.

Start Magnifier for the current session

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image11.png]


+U.

	2
	Under Quick access to common tools, select:

· Start Magnifier.
	Under Quick access to common tools, select:

· Start Magnifier by pressing ALT+G.


Turn on Magnifier so that it starts automatically each time you log on to your computer

	
	Mouse actions
	Keyboard actions

	1
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see, by pressing TAB, then ENTER.

	2
	Under Make things on the screen larger, select:

· Turn on Magnifier. 

· Select Save.
	Under Make things on the screen larger, select:

· Turn on Magnifier by pressing ALT+N. 

· Select Save by pressing ALT+S.
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Choose where Magnifier focuses

You can set Magnifier to follow the mouse cursor movements, the keyboard focus, or text editing.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Magnifier
	· Start or Turn on Magnifier

	2
	In the Magnifier settings window, under Tracking, select:

· Follow mouse cursor to see an enlarged version of what your mouse is pointing to. 

· Follow keyboard focus to see the area where your pointer moves when you press the TAB or arrow keys. 

· Follow text editing to see what you're typing.
	In the Magnifier settings window, under Tracking, select:

· Follow mouse cursor to see an enlarged version of what your mouse is pointing to, by pressing ALT+M. 

· Follow keyboard focus to see the area where your pointer moves when you press the TAB or arrow keys, by pressing ALT+K. 

· Follow text editing to see what you're typing, by pressing ALT+T.

	4
	Minimize the Magnifier settings window:

· Select the Hide button.
	Minimize the Magnifier settings window:

· Press TAB to move to the Hide button. 

· Press ENTER.
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Change the appearance of Magnifier

You can change several settings in Magnifier including changing the colors and docking position of the Magnifier window.

Inverting the colors of the Magnifier window, for example, may be helpful if a document has black on white background but for you, white text on a black background is more readable. The docking position of the Magnifier window can be adjusted to make better use of your computer screen workspace.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Magnifier
	· Start or Turn on Magnifier

	2
	To invert the colors of the Magnifier window:

In the Magnifier settings window, under Presentation, select:

· Invert Colors.
	To invert the colors of the Magnifier window:

In the Magnifier settings window, under Presentation, select:

· Invert Colors by pressing ALT+I.

	3
	To change the docking position of the Magnifier window, select:

· Docked.

Under Dock Position, select:

· Top, Left, Right or Bottom from the drop down list.
	To change the docking position of the Magnifier window, select:

· Docked by pressing ALT+D, then,

Under Dock Position, select:

· Top, Left, Right or Bottom by pressing the arrow keys.

	4
	Minimize the Magnifier settings window:

· Select the Hide button.
	Minimize the Magnifier settings window:

· Press TAB to move to the Hide button. 

· Press ENTER.


[image: image14.jpg]Make your computer easier to use

Quick access to common tools

i it sttty Press he SPACEEAR 1o et the

. fer % Startlarator

seetacor [ 20 e board o SetupHih
[ ond Convast

Tacking ey il stematicly s st you g
PT—

e

Mkethe ey v o use

At etngsorthe ehowrd

S —




Set the zoom level in Magnifier

Magnifier can display text from actual size up to sixteen times larger.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Magnifier
	· Start or Turn on Magnifier

	2
	In the Magnifier settings window, under Presentation, Scale factor, select:

· A magnification level between 1x and 16x.
	In the Magnifier settings window:

· Move to Presentation, Scale factor by pressing TAB. 

· Select a magnification level between 1x and 16x by pressing the arrow keys.

	3
	Minimize the Magnifier settings window:

· Select the Hide button.
	Minimize the Magnifier settings window:

· Press TAB to move to the Hide button. 

· Press ENTER.
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Resize or move the Magnifier window

To make the Magnifier window easier to use and more convenient, you can resize or move it to a different place on your computer screen.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Magnifier
	· Start or Turn on Magnifier

	2
	To resize the Magnifier window:
· Move the mouse pointer to the edge of the magnification window. 

· Click and drag the window border to the desired size. 

· Click outside of the Magnifier window.
	The Magnifier window can only be resized using the mouse. See the mouse steps.

	3
	To reposition the Magnifier window:
· Move the pointer over the Magnifier window. 

· Hold down the mouse button and drag the Magnifier window to reposition it.
	The Magnifier window can only be repositioned using the mouse. See the mouse steps.

	4
	To start Magnifier with the settings box minimized:
· Select Minimize on Startup.
	To start Magnifier with the settings box minimized:
· Select Minimize on Startup by pressing ALT+N.

	4
	Minimize the Magnifier settings window:

· Select the Hide button.
	Minimize the Magnifier settings window:

· Press TAB to move to the Hide button. 

· Press ENTER.
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Hear Text Read Aloud with Narrator [image: image17.jpg]



•
Choose which text Narrator reads aloud 

•
Change the Narrator voice settings 

•
Start Narrator minimized 

•
Troubleshoot Narrator problems
•
Narrator keyboard shortcuts

Hear text read aloud with Narrator

Narrator is a text-to-speech program (or basic screen reader) that is built into Windows Vista. Narrator reads menus without leaving the active window. Individuals who use Narrator will also find a more pleasant, natural sounding voice in Windows Vista. 

There are two ways to start Narrator:

· Start Narrator from Quick Access to common tools for use in the current session, or 

· Turn on Narrator so that it starts automatically each time you log on.


Start Narrator for the current session

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image18.png]


+U.

	2
	Under Quick access to common tools, select:

· Start Narrator.
	Under Quick access to common tools, select:

· Start Narrator by pressing ALT+N.
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Turn on Narrator so that it starts automatically each time you log on to your computer

	
	Mouse actions
	Keyboard actions

	1
	Under Explore all settings, select:

· Use the computer without a display, by pressing TAB, then ENTER.
	Under Explore all settings, select:

· Use the computer without a display, by pressing TAB, then ENTER.

	2
	Under Hear text read aloud, select:

· Turn on Narrator. 

· Select Save.
	Under Hear text read aloud, select:

· Turn on Narrator by pressing ALT+U. 

· Select Save by pressing ALT+S.
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Choose which text Narrator reads aloud

Narrator always reads aloud the text in any part of the desktop you select. You can also have it read aloud what you type, as well as events that happen on screen (such as dialog boxes that appear).

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Narrator
	· Start or Turn on Narrator

	2
	In Microsoft Narrator, under Main Narrator Settings, select what you want Narrator to read aloud:

· Echo User's Keystrokes if you want Narrator to read aloud what you type. 

· Announce System Messages if you want Narrator to read system messages aloud. 

· Announce Scroll Notifications if you want Narrator to announce when the screen scrolls.
	In Microsoft Narrator, under Main Narrator Settings, select what you want Narrator to read aloud:

· Echo User's Keystrokes if you want Narrator to read aloud what you type, by pressing ALT+K. 

· Announce System Messages if you want Narrator to read system messages aloud, by pressing ALT+M. 

· Announce Scroll Notifications if you want Narrator to announce when the screen scrolls, by pressing ALT+N.
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Change the Narrator voice settings

You can adjust the speed, volume, and pitch of the Narrator voice.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Narrator
	· Start or Turn on Narrator

	2
	In Microsoft Narrator, select:

· Preferences. 

· Voice Settings.
	In Microsoft Narrator, select:

· Preferences by pressing ALT+P. 

· Voice Settings by pressing V.

	3
	In Voice Settings - Narrator:

· Select Voice (either the pre-installed "Microsoft Anna" or another voice you have installed) from the drop-down list. 

· Set Speed between 1 (for slow) and 9 (for fast) from the drop-down list. 

· Set Volume between 1 (for low) and 9 (for loud)from the drop-down list. 

· Set Pitch between 1 (for low) and 9 (for high)from the drop-down list.

Save your settings:

· Select OK.
	In Voice Settings - Narrator:

Select Voice (either the pre-installed "Microsoft Anna" or another voice you have installed from the drop-down list), by pressing:

· ALT+V and the arrow keys.

Set Speed between 1 (for slow) and 9 (for fast), by pressing:

· ALT+S and the arrow keys.

Set Volume between 1 (for low) and 9 (for loud), by pressing:

· ALT+O and the arrow keys.

Set Pitch between 1 (for low) and 9 (for high) by pressing:

· ALT+P and the arrow keys.

Save your settings:

· Select OK by pressing TAB, then ENTER.
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Start Narrator minimized

You can set Narrator to open with the settings box displayed, or minimized to the desktop.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Narrator
	· Start or Turn on Narrator

	2
	In Microsoft Narrator, under Main Narrator Settings, select:

· Start Narrator Minimized.
	In Microsoft Narrator, under Main Narrator Settings, select:

· Start Narrator Minimized by pressing ALT+Z.
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Troubleshoot Narrator problems

If you have difficulties while using Narrator, you can find information in Microsoft Windows Vista Help.

	
	Mouse actions
	Keyboard actions

	1
	· Start or Turn on Narrator
	· Start or Turn on Narrator

	2
	In Microsoft Narrator, select:

· Help. 

· Documentation.
	In Microsoft Narrator, select:

· Help by pressing ALT+H. 

· Documentation by pressing D.

	3
	In the Hear text read aloud with Narrator Help topic, select:

· Troubleshoot Narrator problems.
	In the Hear text read aloud with Narrator Help topic, select:

· Troubleshoot Narrator problems by pressing TAB, then ENTER.
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Narrator keyboard shortcuts

	Use this keyboard shortcut
	To do this

	CTRL+SHIFT+ENTER
	Get information about the current item

	CTRL+SHIFT+SPACEBAR
	Read the entire selected window

	CTRL+ALT+SPACEBAR
	Read the selected window layout

	ALT+HOME
	Get information about the current item

	ALT+END
	Get a summary of the current item

	INSERT+SHIFT+G
	Read a description of the dependent elements of the currently selected element

	INSERT+CTRL+G
	Read a description of the non-dependent elements adjacent to the currently selected element

	INSERT+CTRL+HOME
	Enter Virtual Menu navigation mode, which allows you to access Narrator commands without switching from the program that you're currently working with

	CTRL
	Stop Narrator from reading text

	INSERT+Q
	Move the text selection to the start of the previous text pattern

	INSERT+W
	Move the text selection to the start of the next text pattern

	INSERT+E
	Move the text selection to the start of the current text pattern

	INSERT+R
	Move the text selection to the end of the current text pattern

	INSERT+F2
	Select all of the text with the current text pattern

	INSERT+F3
	Read the current character

	INSERT+F4
	Read the current word

	INSERT+F5
	Read the current line

	INSERT+F6
	Read the current paragraph

	INSERT+F7
	Read the current page

	INSERT+F8
	Read the current document


Type Without Using the Keyboard (On-Screen Keyboard) [image: image23.jpg]il




•
Select a layout for On-Screen Keyboard 

•
Change the way you interact with On-Screen Keyboard 

•
Change the font for On-Screen Keyboard keys 

•
Set On-Screen Keyboard to use audible clicks (Click Sound) 

•
Keep On-Screen Keyboard always on top

Type without using the keyboard (On-Screen Keyboard)

On-Screen Keyboard lets you type and interact with your computer using an alternative input device like a switch, rather than the physical keyboard. On-Screen Keyboard displays a visual keyboard with all of the standard keys. You can select keys using the mouse or another pointing device, a small groups of keys, or just one key, depending on how you set up On-Screen Keyboard.

There are two ways to start On-Screen Keyboard:

· Start On-Screen Keyboard from Quick Access to common tools for use in the current session, or 

· Turn on On-Screen Keyboard so that it automatically starts each time you log on.

Start On-Screen Keyboard for the current session

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image24.png]


+U.

	2
	Under Quick access to common tools, select:

· Start On-Screen Keyboard.
	Under Quick access to common tools, select:

· Start On-Screen Keyboard by pressing ALT+K.


Turn on On-Screen Keyboard so that it starts automatically each time you log on to your computer

	
	Mouse actions
	Keyboard actions

	1
	Under Explore all settings, select:

· Use the computer without a mouse or keyboard.
	Under Explore all settings, select:

· Use the computer without a mouse or keyboard by pressing TAB, then ENTER.

	2
	Under Type using a pointing device, select:

· Use On-Screen Keyboard. 

· Select Save.
	Under Type using a pointing device, select:

· Use On-Screen Keyboard by pressing ALT+K. 

· Select Save by pressing ALT+S.
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Select a layout for On-Screen Keyboard

On-Screen Keyboard provides a number of keyboard layout options for faster typing and more convenience.

	
	Mouse actions
	Keyboard actions

	1
	· Start or turn on On-Screen Keyboard
	· Start or turn on On-Screen Keyboard

	2
	In On-Screen Keyboard:

· Select the Keyboard menu.
	In On-Screen Keyboard:

· Select the Keyboard menu by pressing ALT+K.

	3
	On the Keyboard menu, select from these keyboard layout options:

· Enhanced Keyboard 

· Standard Keyboard 

· Regular Layout 

· Block Layout 

· 101 keys 

· 102 keys 

· 106 keys
	On the Keyboard menu, select from these keyboard layout options:

· Enhanced Keyboard by pressing E. 

· Standard Keyboard by pressing S. 

· Regular Layout by pressing R. 

· Block Layout by pressing B. 

· 101 keys by pressing 1. 

· 102 keys by pressing 2. 

· 106 keys by pressing 6.


To allow faster typing or make more keys available
You can display On-Screen Keyboard in two different views (Standard Keyboard or Enhanced Keyboard) to promote faster typing or maximize the number of available keys. Standard keyboard mode includes fewer keys and takes less space. You may find that it is faster when all you need to do is type. Enhanced keyboard mode includes the numeric keypad (the number keys are located on the right side of most physical keyboards), as well as additional keys. You can also organize keys either in rows or like a keyboard.

To organize keys either in rows or like a keyboard
Block layout displays the keys in vertical and horizontal rows, which can make selecting the keys easier. Regular layout displays the keys in overlapping rows, simulating a physical keyboard. Regular layout and block layout can each be used on either of the keyboard modes described above.

To add extra keys to the keyboard
When in regular layout, you can add extra keys to your layout by selecting the number of keys you want from the keyboard menu.

· 101 keys displays a standard keyboard. 

· 102 keys displays an extra backslash ("\") next to the Shift key in the lower left. 

· 106 keys displays extra characters useful for those typing in Japanese.
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Change the way you interact with On-Screen Keyboard

You can enter data in On-Screen Keyboard in three different ways:

· Clicking mode. In clicking mode, you click the on-screen keys to type text. 

· Hovering mode. In hovering mode, you use a mouse or joystick to point to a key for a predefined period of time, and the selected character is typed automatically. 

· Scanning mode. In scanning mode, On-Screen Keyboard continually scans the keyboard and highlights areas where you can type keyboard characters by pressing a hot key or using a switch-input device. Use scanning mode to select keys with a single button or key.

	
	Mouse actions
	Keyboard actions

	1
	· Start or turn on On-Screen Keyboard
	· Start or turn on On-Screen Keyboard

	2
	In On-Screen Keyboard, select:

· Settings menu. 

· Typing Mode.
	In On-Screen Keyboard, select:

· Settings menu by pressing ALT+S. 

· Typing Mode by pressing T.

	3
	Select one of the following typing modes:

· Click to select. 

· Hover to select. 

· Joystick or key to select.

Note: You can also choose the scan interval after selecting "Joystick or key to select."
	Select one of the following typing modes:

· Click to select by pressing ALT+K. 

· Hover to select by pressing ALT+H. 

· Joystick or key to select by pressing ALT+J.

Note: You can also choose the scan interval after selecting "Joystick or key to select," by pressing TAB and the arrow keys.

	4
	Save your selections:

· Select OK.
	Save your selections:

· Select OK by pressing ALT+O.
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Change the font for On-Screen Keyboard keys

On-Screen Keyboard keys may be easier to see if you change the font that appears on the virtual keyboard keys. The fonts that most people find easiest to see on the screen are Verdana and Arial. On-Screen Keyboard uses Verdana by default.

	
	Mouse actions
	Keyboard actions

	1
	· Start or turn on On-Screen Keyboard
	· Start or turn on On-Screen Keyboard

	2
	In On-Screen Keyboard, select:

· Settings. 

· Font.
	In On-Screen Keyboard, select:

· Settings by pressing ALT+S. 

· Font by pressing F.

	3
	Choose values from the lists for these On-Screen Keyboard options:

· Font. 

· Font style. 

· Font Size.
	Choose values from the lists for these On-Screen Keyboard options by selecting:

· Font box by pressing ALT+F, then the arrow keys to select a font. 

· Font style box by pressing ALT+Y, then the arrow keys to select a style. 

· Font Size box by pressing ALT+S, then the arrow keys to select a size.

	4
	Save your selections and close the Settings window:

· Select OK.
	Save your selections and close the Settings window:

· Press TAB to move to the OK button. 

· Press ENTER.
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Set On-Screen Keyboard to use audible clicks (Click Sound)

You can set On-Screen Keyboard to register keystrokes with an audible click sound.

	
	Mouse actions
	Keyboard actions

	1
	· Start or turn on On-Screen Keyboard
	· Start or turn on On-Screen Keyboard

	2
	In On-Screen Keyboard, select:

· Settings. 

· Use Click Sound.
	In On-Screen Keyboard, select:

· Settings by pressing ALT+S. 

· Use Click Sound by pressing U.
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Keep On-Screen Keyboard always on top

You can set On-Screen Keyboard to stay always on top of other objects such as dialog boxes on your screen, so it is always accessible.

	
	Mouse actions
	Keyboard actions

	1
	· Start or turn on On-Screen Keyboard
	· Start or turn on On-Screen Keyboard

	2
	In On-Screen Keyboard, select:

· Settings. 

· Always on Top.
	In On-Screen Keyboard, select:

· Settings by pressing ALT+S. 

· Always on Top by pressing A.
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Make the Computer Easier to See [image: image28.jpg]



•
Turn on High Contrast and change the settings 

•
Turn On Audio Description 

•
Change the size of text and icons 

•
Adjust the color and transparency of the window borders 

•
Fine tune display effects 

•
Make the focus rectangle thicker 

•
Set the thickness of the blinking cursor 

•
Turn off all unnecessary animations 

•
Remove background images 

•
Change screen resolution 

•
Change the desktop theme 

•
Choose the desktop background 

•
Change screen saver 

Turn on High Contrast and change the settings

High Contrast heightens the color contrast of some text and images on your computer screen, making those items more distinct and easier to identify. Increasing the contrast in colors reduces eyestrain and makes things easier to read for many people.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image29.png]


+U.

	2
	Under Quick access to common tools, select:

· Set up High Contrast.
	Under Quick access to common tools, select:

· Set up High Contrast by pressing ALT+U.

	3
	Under High Contrast, select:

· Choose a High Contrast color scheme.
	Under High Contrast, select:

· Choose a High Contrast color scheme by pressing ENTER.

	4
	Under Color scheme, select:

· One of the High Contrast options from the list. 

· OK.
	· Select Color scheme, by pressing ALT+C. 

· Choose a color scheme from the list by pressing the arrow keys, then ENTER.

	5
	Under High Contrast, to use the shortcut to turn High Contrast on or off, select:

· Turn on High Contrast when left ALT + left SHIFT + PRINT SCREEN is pressed.
	Under High Contrast, to use the shortcut to turn High Contrast on or off, select:

· Turn on High Contrast when left ALT + left SHIFT + PRINT SCREEN is pressed by pressing ALT+L.

	6
	When using keyboard shortcuts to turn Ease of Access settings on, select one or both of these notification options:

· Display a warning message when turning a setting on for a visual notification. 

· Make a sound when turning a setting on or off, for a sound notification.

· Select Save.
	When using keyboard shortcuts to turn Ease of Access settings on, select one or both of these notification options:

· Display a warning message when turning a setting on for a visual notification, by pressing ALT+A. 

· Make a sound when turning a setting on or off, for a sound notification, by pressing ALT+M.

· Select Save by pressing ALT+S.
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Turn on Audio Description

Set your computer to describe what's happening in videos by hearing an audio description (only available on some videos where video authors have provided this information).

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image31.png]


+U.

	2
	Under Explore all settings, select:

· Use the computer without a display.
	Under Explore all settings, select:

· Use the computer without a display by pressing TAB, then ENTER.

	3
	Under Hear text read aloud, select:

· Turn on Audio Description. 

· Select Save.
	Under Hear text read aloud, select:

· Turn on Audio Description by pressing ALT+I. 

· Select Save by pressing ALT+S.
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Change the size of text and icons

To increase the size of fonts and other items on the screen, use a higher DPI (dots per inch) scale. To fit more information on the screen, make the fonts and individual items appear smaller, by using a lower DPI.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image32.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen larger, select:

· Change the size of text and icons.
	Under Make things on the screen larger, select:

· Change the size of text and icons by pressing ALT+Z.

	4
	Select the size you want:

· Default scale (96 DPI) - fit more information. 

· Larger scale (120 DPI) - make text more readable.

· Select OK.
	Select the size you want:

· Default scale (96 DPI) - fit more information by pressing ALT+D. 

· Larger scale (120 DPI) - make text more readable by pressing ALT+L.

· Select OK by pressing TAB, then ENTER.
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Note: This option requires administrator privileges on your computer. If you are authorized to change settings, when the User Account Control dialog box appears, select Continue (ALT+C).

Adjust the color and transparency of the window borders

You can change the color of windows, the Start menu, and the taskbar. Pick a color or make your own.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image33.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen easier to see, select:

· Adjust the color and transparency of the window borders.

Note: If the Adjust the color and transparency of the window borders link is not active, your computer does not support this setting.
	Under Make things on the screen easier to see, select:

· Adjust the color and transparency of the window borders, by pressing ALT+J.

Note: If the Adjust the color and transparency of the window borders link is not active, your computer does not support this setting.

	4
	Under Windows Color and Appearance, select:

· A color scheme from the available options. 

· Enable transparency to apply that effect. 

· Adjust Transparency by moving the slider to the desired level.
	Under Windows Color and Appearance, select:

· A color scheme from the available options by pressing TAB. 

· Enable transparency to apply that effect by pressing ALT+N. 

· Adjust Transparency by moving the slider to the desired level by pressing TAB, then the arrow keys.

	5
	If you want to adjust hue, saturation, and brightness, select:

· Show color mixer, and move the sliders to the desired levels.
	If you want to adjust hue, saturation, and brightness, select:

· Show color mixer, by pressing TAB, then SPACEBAR. 

· Move the sliders to the desired levels by pressing TAB to select, and then the arrow keys.


To choose other color combinations

	
	Mouse actions
	Keyboard actions

	6
	To choose other color combinations, select:

· Open classic appearance properties for more color options. 

· Color scheme to choose a color scheme. 

· Select OK.
	To choose other color combinations:

· Open classic appearance properties for more color options by pressing TAB, then ENTER. 

· Move to Color scheme by pressing ALT+C. 

· Use the arrow keys to move to your color scheme selection. 

· Press ENTER.
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Fine tune display effects

You can change the visual appearance of windows, the Start menu, and the taskbar, and you can fine tune effects such as how the edges of screen fonts are smoothed, show shadows under menus and the contents of windows while dragging.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image35.png]


+U.

	2
	Under Explore all settings:

· Select Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen easier to see, select:

· Fine tune display effects.
	Under Make things on the screen easier to see, select:

· Fine tune display effects, by pressing ALT+C.

	4
	In Appearance Settings, select:

· Effects button.
	In Appearance Settings, select:

· Effects button by pressing ALT+E.

	5
	In Effects, select the options you want:

· ClearType to smooth edges of screen fonts. 

· Show shadows under menus. 

· Show window contents while dragging. 

· Select OK.
	In Effects, select the options you want:

· ClearType to smooth edges of screen fonts by pressing ALT+S, and the arrow keys. 

· Show shadows under menus by pressing ALT+A. 

· Show window contents while dragging by pressing ALT+W. 

· OK by pressing TAB, then ENTER.
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Make the focus rectangle thicker

You can change the size of the focus rectangle to make it easier to see which item on screen has focus.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image37.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen easier to see, select:

· Make the focus rectangle thicker. 

· Select Save.
	Under Make things on the screen easier to see select:

· Make the focus rectangle thicker by pressing ALT+K. 

· Select Save by pressing ALT+S.
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Set the thickness of the blinking cursor

You can set the thickness of the blinking cursor to make it easier to see where your cursor is located on screen.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image38.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen easier to see, select:

· A number from 1 to 20 from the drop-down list to Set the thickness of the blinking cursor.


Note: You can preview your selection in the Preview box.

· Select Save.
	Under Make things on the screen easier to see, select:

· A number from 1 to 20 from the drop-down list to Set the thickness of the blinking cursor by pressing ALT+B, and then the arrow keys.


Note: You can preview your selection in the Preview box.

· Select Save by pressing ALT+S.
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Turn off all unnecessary animations

If you use your computer without a display, or prefer to block unnecessary animations, you can turn them off in programs that support this option.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image39.png]


+U.

	2
	Under Explore all settings, select:

· Use the computer without a display.
	Under Explore all settings, select:

· Use the computer without a display by pressing TAB, then ENTER.

	3
	Under Adjust time limits and flashing visuals:

· Select Turn off all unnecessary animations (when possible). 

· Select Save.
	Under Adjust time limits and flashing visuals:

· Select Turn off all unnecessary animations (when possible) by pressing ALT+W. 

· Select Save by pressing ALT+S.
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Remove background images

If you find background images make your screen difficult to see, or if they are otherwise bothersome or undesirable, you can remove them (where available).

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image41.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under Make things on the screen easier to see, select:

· Remove background images (where available). 

· Select Save.
	Under Make things on the screen easier to see, select:

· Remove background images (where available) by pressing ALT+G. 

· Select Save by pressing ALT+S.


[image: image113.jpg]& Theme seting: -

Arene ¢ sboorond e stof i, o, st
edi e g
[ —






Change screen resolution

Depending on the type of display you use, you can sometimes adjust screen resolution to make items on screen appear larger.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image42.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under See also, select:

· Personalize appearance and sound effects.
	Under See also, select:

· Personalize appearance and sound effects, by pressing ALT+O.

	4
	In Personalize appearance and sounds, select:

· Display Settings.
	In Personalize appearance and sounds, select:

· Display Settings by pressing ALT+Y.

	5
	Under Resolution:

· Select a resolution between Low (screen elements appear bigger) and High (screen elements appear smaller). 

· Select OK.
	Under Resolution:

· Select a resolution between Low (screen elements appear bigger) and High (screen elements appear smaller) by pressing ALT+R, then the arrow keys. 

· Select OK by pressing TAB, then ENTER.
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Change the desktop theme

A theme is a background plus a set of sounds, icons, and other elements to help you personalize your computer with one click. You can also make items on your screen more readable by choosing certain themes.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image43.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under See also, select:

· Personalize appearance and sound effects.
	Under See also, select:

· Personalize appearance and sound effects, by pressing ALT+O.

	4
	In Personalize appearance and sounds:

· Select Theme.
	In Personalize appearance and sounds:

· Select Theme by pressing ALT+M.

	5
	In Theme Settings:

· Select the theme you want to use from the drop-down list. 

· Select OK.
	In the Theme Settings dialog box:

· Select the theme you want from the drop-down list by pressing ALT+T, then the arrow keys. 

· Select OK by pressing TAB, then ENTER.
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Choose the desktop background

Choose from available backgrounds or colors or use one of your own pictures to decorate the desktop.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image44.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under See also, select:

· Personalize appearance and sound effects.
	Under See also, select:

· Personalize appearance and sound effects, by pressing ALT+O.

	4
	In Personalize appearance and sound effects, select:

· Desktop Background.
	In Personalize appearance and sounds, select:

· Desktop Background by pressing ALT+K.

	5
	In Picture Location, select:

· The type of background image you want to use from the list. 

· The image you want from those that are displayed.

If you've selected a picture for your background, select:

· A position from How should the picture be positioned?
	In Picture Location, select:

· The type of background image you want to use from the list by pressing TAB, the arrow keys, then ENTER. 

· The image you want from those that are displayed by pressing TAB, and the arrow keys.

If you've selected a picture for your background, select:

· A position from How should the picture be positioned? by pressing TAB and SPACEBAR.

	6
	· Select OK.
	· Select OK by pressing ALT+O.
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Change screen saver

A screen saver is a picture or animation that covers your screen and appears when your computer is idle for a set period of time. You can change or turn off your screen saver if it causes you visual difficulties.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image46.png]


+U.

	2
	Under Explore all settings, select:

· Make the computer easier to see.
	Under Explore all settings, select:

· Make the computer easier to see by pressing TAB, then ENTER.

	3
	Under See also, select:

· Personalize appearance and sound effects.
	Under See also, select:

· Personalize appearance and sound effects, by pressing ALT+O.

	4
	In Personalize appearance and sounds, select:

· Screen Saver.
	In Personalize appearance and sounds, select:

· Screen Saver by pressing ALT+S.

	5
	Under Screen saver, select:

· The screen saver you want to use from the list. 

· How long your system should wait before showing the screen saver from the Wait box. 

· Select OK.
	Under Screen saver, select:

· The screen saver you want to use from the list by pressing ALT+S and the arrow keys. 

· How long your system should wait before showing the screen saver from the Wait box by pressing ALT+W and the arrow keys. 

· Select OK by pressing TAB, then ENTER.
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Make the Mouse Easier to Use [image: image47.jpg]



•
Change the color and size of mouse pointers 

•
Control the mouse pointer with the keyboard (Mouse Keys) 

•
Activate a window by hovering over it with the mouse 

•
Change what the mouse pointer looks like 

•
Change pointer settings including motion and visibility 

•
Change mouse button settings
Change the color and size of mouse pointers

You can choose a mouse pointer scheme to increase visibility of the mouse pointer on your screen.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image48.png]


+U.

	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under Mouse pointers:

· Select a cursor and pointer combination. 

· Select Save.
	Under Mouse pointers, select a cursor/pointer combination by pressing:

· ALT+R for Regular White 

· ALT+U for Regular Black 

· ALT+G for Regular Inverting 

· ALT+L for Large White 

· ALT+B for Large Black 

· ALT+I for Large Inverting 

· ALT+X for Extra Large White 

· ALT+K for Extra Large Black 

· ALT+N for Extra Large Inverting
· Select Save by pressing ALT+S.
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Control the mouse pointer with the keyboard (Mouse Keys)

Instead of using the mouse, you can use the arrow keys on your keyboard or the numeric keypad to move the mouse.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image49.png]


+U.

	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under Control the mouse with the keyboard, select:

· Turn on Mouse Keys.
	Under Control the mouse with the keyboard, select:

· Turn on Mouse Keys by pressing ALT+M.


To set up Mouse Keys

	
	Mouse actions
	Keyboard actions

	4
	Under Control the mouse with the keyboard, select:

· Set up Mouse Keys.
	Under Control the mouse with the keyboard, select:

· Set up Mouse Keys by pressing ALT+Y.

	5
	Under Set up Mouse Keys select:

· Turn on Mouse Keys.

Then, select from the following setting options:
	Under Set up Mouse Keys select:

· Turn on Mouse Keys by pressing ALT+M.

Then, select from the following setting options:

	5
	Under Keyboard shortcut:

· Turn on Mouse Keys with left ALT + left SHIFT + NUMLOCK if you want to turn Mouse Keys on and off by using this shortcut. 

· Display a warning message when turning a setting on if you want a visual alert when Mouse Keys is turned on or off. 

· Make a sound when turning a setting on or off if you want an audio alert when Mouse Keys is turned on or off.
	Under Keyboard shortcut:

· Turn on Mouse Keys with left ALT + left SHIFT + NUMLOCK if you want to turn Mouse Keys on and off by using this shortcut, by pressing ALT+K. 

· Display a warning message when turning a setting on if you want a visual alert when Mouse Keys is turned on or off, by pressing ALT+A. 

· Make a sound when turning a setting on or off if you want an audio alert when Mouse Keys is turned on or off, by pressing ALT+U.

	5
	Under Pointer speed:

· Top Speed of the pointer by moving the slider bar to the left (for low), or to the right (for high). 

· Acceleration of the mouse pointer by moving the slider bar to the left (for slow), or the the right (for fast). 

· Hold down CTRL to speed up and SHIFT to slow down if you want to use the CTRL and SHIFT keys to control the pointer speed.
	Under Pointer speed:

· Top Speed of the pointer by moving the slider bar to the left (for low), or to the right (for high), by pressing TAB to select the bar, then the arrow keys. 

· Acceleration of the mouse pointer by moving the slider bar to the left (for slow), or the the right (for fast), by pressing TAB to select the bar, then the arrow keys. 

· Hold down CTRL to speed up and SHIFT to slow down if you want to use the CTRL and SHIFT keys to control the pointer speed, by pressing ALT+W.

	5
	Under Other settings:

· To use Mouse Keys when NUM LOCK is either On, or when it is Off. 

· Display the Mouse Keys icon on the taskbar if you want a visual reminder when Mouse Keys is turned on. 

· Select Save.
	Under Other settings:

· To use Mouse Keys when NUM LOCK is either On, by pressing ALT+N, or when it is Off, by pressing ALT+O. 

· Display the Mouse Keys icon on the taskbar if you want a visual reminder when Mouse Keys is turned on, by pressing ALT+Y. 

· Select Save by pressing ALT+S.


Activate a window by hovering over it with the mouse

You can make it easier to switch between windows by choosing to activate windows by hovering over them with the mouse pointer, rather than clicking the mouse button.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image50.png]
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	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to switch between windows, select:

· Activate a window by hovering over it with the mouse. 

· Select Save.
	Under Make it easier to switch between windows, select:

· Activate a window by hovering over it with the mouse by pressing ALT+W. 

· Select Save by pressing ALT+S.


Change what the mouse pointer looks like

To make your mouse pointer more visible on screen, you can choose from a number of cursor icons.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image51.png]
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	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under See also, select:

· Mouse settings.
	Under See also, select:

· Mouse settings by pressing TAB, then ENTER.

	4
	In the Mouse Properties dialog box:

· Select the Pointers tab. 

· Under Scheme, select a pointer scheme from the list. 

Note: If you want to customize the mouse pointer icon further, see below before saving your selections.

· Select Apply.
	In the Mouse Properties dialog box:

· Select the Pointers tab by pressing CTRL+TAB. 

· Under Scheme, select a pointer scheme from the list by pressing ALT+S and the arrow keys. 

Note: If you want to customize the mouse pointer icon further, see below before saving your selections.

· Select Apply by pressing ALT+A.


To customize the mouse pointer icon

	
	Mouse actions
	Keyboard actions

	5
	In the Mouse Properties dialog box, on the Pointers tab:

· Under Customize, select an individual pointer icon you'd like to change. 

· Select the Browse button.
	In the Mouse Properties dialog box, on the Pointers tab:

· Move to Customize by pressing ALT+C and the arrow keys to select an individual pointer icon you'd like to change. 

· Select the Browse button by pressing ALT+B.

	6
	In the Browse dialog box, on the Pointers tab:

· Under Cursors, select a new mouse pointer icon. 

· Select Open. 

· Select OK to save your changes.
	In the Browse dialog box:

· Under Cursors, select a new mouse pointer icon by pressing TAB and the arrow keys. 

· Press ENTER. 

· Select OK to save your changes by pressing TAB, then ENTER.
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Change pointer settings including motion and visibility

What your mouse pointer looks like as you move it can be adjusted to enhance visibility on the screen.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image53.png]
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	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under See also, select:

· Mouse settings.
	Under See also, select:

· Mouse settings by pressing TAB, then ENTER.

	4
	In Mouse Properties:

· Select the Pointer Options tab.
	In Mouse Properties:

· Select the Pointer Options tab by pressing CTRL+TAB.

	5
	Under Motion, select:

· A pointer speed from Slow to Fast.
	Under Motion, select:

· A pointer speed from Slow to Fast by pressing ALT+C and the arrow keys.

	6
	Under Snap To, select:

· Automatically move pointer to the default button in a dialog box.
	Under Snap To, select:

· Automatically move pointer to the default button in a dialog box by pressing ALT+U.

	7
	Under Visibility, select:

· Display pointer trails and a length from short to long. 

· Hide pointer while typing. 

· Show location of pointer when I press the CTRL key. 

· Select OK.
	Under Visibility, select:

· Display pointer trails and a length from short to long by pressing ALT+D, TAB, and the arrow keys. 

· Hide pointer while typing by pressing ALT+H. 

· Show location of pointer when I press the CTRL key by pressing ALT+S. 

· Select OK by pressing TAB, then ENTER.
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Change mouse button settings

You can change several settings for your mouse that can make it easier and more comfortable to use including changing the button configuration (what button causes what action), double-click speed and turning on ClickLock that enables you to highlight or drag without holding down the mouse button.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image54.png]


+U.

	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under See also, select:

· Mouse settings.
	Under See also, select:

· Mouse settings by pressing TAB, then ENTER.

	4
	On the Buttons tab, under Button configuration, select:

· Switch primary and secondary buttons if you want to make the button on the right the one you use for primary functions such as selecting and dragging.
	On the Buttons tab, under Button configuration, select:

· Switch primary and secondary buttons if you want to make the button on the right the one you use for primary functions such as selecting and dragging, by pressing ALT+S.

	5
	Under Double-click speed, select:

· A speed from Slow to Fast (you can preview the speed before changing).
	Under Double-click speed, select:

· A speed from Slow to Fast (you can preview the speed before changing), by pressing ALT+D and the arrow keys.

	6
	Under ClickLock, select:

· Turn on ClickLock if you want to highlight or drag without holding down the mouse button.

To set ClickLock while working, briefly press the mouse button. To release, click the mouse button again.
	Under ClickLock, select:

· Turn on ClickLock if you want to highlight or drag without holding down the mouse button, by pressing ALT+T.

To set ClickLock while working, briefly press the mouse button. To release, click the mouse button again.

	7
	To save your selections:

· Select OK.
	To save your selections:

· Select OK by pressing TAB, then ENTER.
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Make the Keyboard Easier to Use [image: image55.jpg]



•
Control the mouse pointer with the keyboard (Mouse Keys) 

•
Press keyboard shortcuts one key at a time (Sticky Keys) 

•
Hear a tone when you press CAPS LOCK, NUM LOCK, or SCROLL LOCK (Toggle Keys) 

•
Ignore or slow down brief or repeated keystrokes (Filter Keys) 

•
Turn on Bounce Keys 

•
Turn on Repeat Keys and Slow Keys 

•
Underline keyboard shortcuts and access keys 

•
Choose a Dvorak keyboard layout 

•
Adjust cursor blink rate 

•
Adjust character repeat rate 

•
Find keyboard shortcuts

Control the mouse pointer with the keyboard (Mouse Keys)

Instead of using the mouse, you can use the arrow keys on your keyboard or the numeric keypad to move the mouse.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image56.png]


+U.

	2
	Under Explore all settings, select:

· Make the mouse easier to use.
	Under Explore all settings, select:

· Make the mouse easier to use by pressing TAB, then ENTER.

	3
	Under Control the mouse with the keyboard, select:

· Turn on Mouse Keys.
	Under Control the mouse with the keyboard, select:

· Turn on Mouse Keys by pressing ALT+M.


To set up Mouse Keys

	
	Mouse actions
	Keyboard actions

	4
	Under Control the mouse with the keyboard, select:

· Set up Mouse Keys.
	Under Control the mouse with the keyboard, select:

· Set up Mouse Keys by pressing ALT+Y.

	5
	Under Set up Mouse Keys select:

· Turn on Mouse Keys.

Then, select from the following setting options:
	Under Set up Mouse Keys select:

· Turn on Mouse Keys by pressing ALT+M.

Then, select from the following setting options:

	5
	Under Keyboard shortcut:

· Turn on Mouse Keys with left ALT + left SHIFT + NUMLOCK if you want to turn Mouse Keys on and off by using this shortcut. 

· Display a warning message when turning a setting on if you want a visual alert when Mouse Keys is turned on or off. 

· Make a sound when turning a setting on or off if you want an audio alert when Mouse Keys is turned on or off.
	Under Keyboard shortcut:

· Turn on Mouse Keys with left ALT + left SHIFT + NUMLOCK if you want to turn Mouse Keys on and off by using this shortcut, by pressing ALT+K. 

· Display a warning message when turning a setting on if you want a visual alert when Mouse Keys is turned on or off, by pressing ALT+A. 

· Make a sound when turning a setting on or off if you want an audio alert when Mouse Keys is turned on or off, by pressing ALT+U.

	5
	Under Pointer speed:

· Top Speed of the pointer by moving the slider bar to the left (for low), or to the right (for high). 

· Acceleration of the mouse pointer by moving the slider bar to the left (for slow), or the right (for fast). 

· Hold down CTRL to speed up and SHIFT to slow down if you want to use the CTRL and SHIFT keys to control the pointer speed.
	Under Pointer speed:

· Top Speed of the pointer by moving the slider bar to the left (for low), or to the right (for high), by pressing TAB to select the bar, then the arrow keys. 

· Acceleration of the mouse pointer by moving the slider bar to the left (for slow), or the right (for fast), by pressing TAB to select the bar, then the arrow keys. 

· Hold down CTRL to speed up and SHIFT to slow down if you want to use the CTRL and SHIFT keys to control the pointer speed, by pressing ALT+W.

	5
	Under Other settings:

· To use Mouse Keys when NUM LOCK is either On, or when it is Off. 

· Display the Mouse Keys icon on the taskbar if you want a visual reminder when Mouse Keys is turned on. 

· Select Save.
	Under Other settings:

· To use Mouse Keys when NUM LOCK is either On, by pressing ALT+N, or when it is Off, by pressing ALT+O. 

· Display the Mouse Keys icon on the taskbar if you want a visual reminder when Mouse Keys is turned on, by pressing ALT+Y. 

· Select Save by pressing ALT+S.
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Press keyboard shortcuts one key at a time (Sticky Keys)

Instead of having to press three keys at once (such as when you must press the CTRL, ALT, and DELETE keys together to log on to Windows), you can press one key at a time by turning on Sticky Keys. Then, you can press a modifier key (such as CTRL) and have it remain active until another key is pressed.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image57.png]
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	2
	Under Explore all settings select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to type, select:

· Turn on Sticky Keys.
	Under Make it easier to type, select:

· Turn on Sticky Keys by pressing ALT+R.


To set up Sticky Keys

	
	Mouse actions
	Keyboard actions

	1
	Then, select:

· Set up Sticky Keys.
	Then, select:

· Set up Sticky Keys by pressing TAB, then ENTER.

	2
	In Set up Sticky Keys select:

· Turn on Sticky Keys.
	In Set up Sticky Keys select:

· Turn on Sticky Keys by pressing ALT+R.

	3
	Under Keyboard shortcut, select:

· Turn on Sticky Keys when SHIFT is pressed five times if you want to use the shortcut to turn Sticky Keys on and off.
	Under Keyboard shortcut, select:

· Turn on Sticky Keys when SHIFT is pressed five times by pressing ALT+K, if you want to use the shortcut to turn Sticky Keys on and off.

	4
	Under When using keyboard shortcuts to turn Ease of Access settings on select from these options:

· Display a warning message when turning a setting on. 

· Make a sound when turning a setting on or off.
	Under When using keyboard shortcuts to turn Ease of Access settings on choose from these options:

· Display a warning message when turning a setting on by pressing ALT+A. 

· Make a sound when turning a setting on or off by pressing ALT+M.

	5
	Under Options and Notifications you can choose to:

· Lock modifier keys when pressed twice in a row. 

· Turn off Sticky Keys when two keys are pressed at once. 

· Play a sound when keys are pressed. 

· Display the Sticky Keys icon on the task bar.
	Under Options and Notifications you can choose to:

· Lock modifier keys when pressed twice in a row by pressing ALT+L. 

· Turn off Sticky Keys when two keys are pressed at once by pressing ALT+O. 

· Play a sound when keys are pressed by pressing ALT+Y. 

· Display the Sticky Keys icon on the task bar by pressing ALT+I.

	6
	· Select Save.
	· Select Save by pressing ALT+S.
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Hear a tone when you press CAPS LOCK, NUM LOCK, or SCROLL LOCK 
(Toggle Keys)

Toggle Keys can play an alert each time you press the Caps Lock, Num Lock, or Scroll Lock keys. These alerts can help prevent the frustration of inadvertently pressing a key and not realizing it.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image59.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to type select:

· Turn on Toggle Keys. 

· Turn on Toggle Keys by holding down the NUM LOCK key for 5 seconds if you want to use the shortcut to turn Toggle Keys on and off. 

· Select Save.
	Under Make it easier to type, select:

· Turn on Toggle Keys by pressing ALT+O. 

· Turn on Toggle Keys by holding down the NUM LOCK key for 5 seconds if you want to use the shortcut to turn Toggle Keys on and off, by pressing ALT+K. 

· Select Save by pressing ALT+S.
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Ignore or slow down brief or repeated keystrokes (Filter Keys)

You can set Windows to ignore keystrokes that occur in rapid succession, or keystrokes that are held down for several seconds unintentionally.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image61.png]


+U.

	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to type, select:

· Turn on Filter Keys.
	Under Make it easier to type, select:

· Turn on Filter Keys by pressing ALT+I.


Set up Filter Keys

	
	Mouse actions
	Keyboard actions

	1
	Under Make it easier to type, select:

· Set up Filter Keys.
	Under Make it easier to type, select:

· Set up Filter Keys by pressing ALT+L.

	2
	In Set up Filter Keys, be sure Turn on Filter Keys is selected, then select from the following options:

· Turn on Filter Keys when right SHIFT is pressed for 8 seconds if you want to use the shortcut key to turn Filter Keys on and off. 

· Display a warning message when turning a setting on if you want to see a visual message when turning Filter Keys on and off. 

· Make a sound when turning a setting on and off if you want an audible message when turning Filter Keys on and off. 

· Beep when keys are pressed or accepted if you want to hear a beep when keystrokes are accepted. 

· Display the Filter Keys icon on the taskbar if you want a visual reminder that Filter Keys is on. 

· Save to save your settings and close the dialog box.
	In Set up Filter Keys, be sure Turn on Filter Keys is selected (if not, press ALT+L), then select from the following options:

· Turn on Filter Keys when right SHIFT is pressed for 8 seconds by pressing ALT+K, if you want to use the shortcut key to turn Filter Keys on and off. 

· Display a warning message when turning a setting on by pressing ALT+A, if you want to see a visual message when turning Filter Keys on and off. 

· Make a sound when turning a setting on and off by pressing ALT+M, if you want an audible message when turning Filter Keys on and off. 

· Beep when keys are pressed or accepted by pressing ALT+W, if you want to hear a beep when keystrokes are accepted. 

· Display the Filter Keys icon on the taskbar by pressing ALT+I, if you want a visual reminder that Filter Keys is on.

	3
	Under Type text here to test settings:

· Test your settings by typing within the box before saving your settings.
	Move to:

· Type text here to test settings, ALT+N. 

· Test your settings by typing within the box before saving your settings.

	4
	Save your settings and close the dialog box.

· Select Save.
	Save your settings and close the dialog box.

· Select Save by pressing TAB, then ENTER.


[image: image62.jpg]IR © « et o » M peroponisioze |

Make the keyboard easier o use.
Wen o st thse g, thy il sty st eschime 00103 0.

Contolthemvse withthe eghos
1 Tumon Mouie Ky

U th e kypadt movehe e scund e s
SetupMesserer:

[ ——
£ Tumen iy ke

umenTeggleKeys
Hesrtonewhen s CAPS LOCK, UM LOCK o SCAOLLLOCK.
7 Tuman ToggieKeys by hokding down e NOMLOCK ke oS seconds

lonaear o down i o epesed ko and ankyowd repet s
SetupFiter ey

[ ——
[T E————
Seesho

At vk ko snd chnge e e et eings
[r—

L ot iins s chosois oo





Turn on Bounce Keys

If you bounce your fingers on keys inadvertently, Bounce Keys will ignore repeated keystrokes until some time has passed. You choose the time period.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image63.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to type, select:

· Turn on Filter Keys. 

· Set up Filter Keys.
	Under Make it easier to type, select:

· Turn on Filter Keys by pressing ALT+I. 

· Set up Filter Keys by pressing ALT+L.

	4
	In Set up Filter Keys, under Filter options:

· Select Turn on Bounce Keys if you want repeated keystrokes to be ignored until a certain amount of time passes. 

· Select from the drop-down list the amount of time between 0.5 seconds and 2.0 seconds that you want the computer to wait before accepting a keystroke.
	In Set up Filter Keys, under Filter options:

· Turn on Bounce Keys by pressing ALT+B, if you want repeated keystrokes to be ignored until a certain amount of time passes. 

· Select the amount of time you want the computer to wait before accepting a keystroke by pressing the TAB key to move to the drop-down options box, then using the arrow keys to select a time between 0.5 seconds and 2.0 seconds.

	5
	Under Type text here to test settings:

· Test your selection by typing in the box.
	Under Type text here to test settings:

· Test your selection by typing in the box by pressing ALT+N.
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Turn on Repeat Keys and Slow Keys

The computer will ignore brief keystrokes according to the time limits you set.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image65.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to type, select:

· Turn on Filter Keys. 

· Set up Filter Keys.
	Under Make it easier to type, select:

· Turn on Filter Keys by pressing ALT+I. 

· Set up Filter Keys by pressing ALT+L.

	4
	In Set up Filter Keys, under Filter options:

· Turn on Repeat Keys and Slow Keys if you want the computer to ignore brief keystrokes according to the time limits you set.
	In Set up Filter Keys, under Filter options:

· Turn on Repeat Keys and Slow Keys by pressing ALT+R, if you want the computer to ignore brief keystrokes according to the time limits you set.


To set up Repeat Keys and Slow Keys

	
	Mouse actions
	Keyboard actions

	1
	After selecting Turn on Repeat Keys and Slow Keys, select:

· Set up Repeat Keys and Slow Keys.
	After selecting Turn on Repeat Keys and Slow Keys, select:

· Set up Repeat Keys and Slow Keys by pressing ALT+U.

	2
	Under Avoid accidental keystrokes:

· Select an interval from the list box for How long do you want to hold down a key before your computer accepts the keystroke?
	Under Avoid accidental keystrokes:

· Select an interval from the list box for How long do you want to hold down a key before your computer accepts the keystroke? by pressing ALT+K and the arrow keys.

	3
	Under Avoid repeated keystrokes when you hold down a key, select:

· Ignore all repeated keystrokes, or 

· Slow down keyboard repeat rates.
	Under Avoid repeated keystrokes when you hold down a key, select:

· Ignore all repeated keystrokes by pressing ALT+N, or 

· Slow down keyboard repeat rates by pressing ALT+R.

	4
	If you choose to slow down the keyboard rates:

· Select a time interval from the list box for How long should the computer wait before accepting the first repeated keystroke? 

· Select a time interval from the list box for How long should the computer wait before accepting subsequent repeated keystrokes?
	If you choose to slow down the keyboard rates:

· Select a time interval from the list box for How long should the computer wait before accepting the first repeated keystroke? by pressing the arrow keys. 

· Select a time interval from the list box for How long should the computer wait before accepting subsequent repeated keystrokes? by pressing ALT+L, and the arrow keys. 

	5
	Under Type text here to test settings:

· Test your selection by typing in the box.
	Under Type text here to test settings:

· Test your selection by typing in the box by pressing ALT+G.

	6
	To save your settings:

· Select Save.
	To save your settings:

· Select Save by pressing ALT+S.
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Underline keyboard shortcuts and access keys

By pressing keys that correspond to the underlined letters in menus, commands, or dialog box options, you can quickly select options using the keyboard, rather than the mouse. If they are not already showing, you can choose to show underlined letters for keyboard navigation and input indicators (the dotted rectangles around objects) to navigate in Windows, generally with the ALT, TAB or arrow keys.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image67.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under Make it easier to use keyboard shortcuts, select:

· Underline keyboard shortcuts and access keys. 

· Select Save.
	Under Make it easier to use keyboard shortcuts, select:

· Underline keyboard shortcuts and access keys, by pressing ALT+N. 

· Select Save by pressing ALT+S.
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Choose a Dvorak keyboard layout

Keyboard layouts let you customize your keyboard for a specific language or font. They control which characters appear on the screen when you press the keys on your keyboard. Some input languages have several keyboard layouts and others have one. For example, you can change your keyboard from English QWERTY format to the English Dvorak format. 
Alternative keyboard layouts called "Dvorak" layouts (www.microsoft.com/enable/products/altkeyboard.aspx) may be helpful to people who type with one hand or finger. 
These layouts make the most frequently typed characters on a keyboard more accessible to people who have difficulty using the standard keyboard layout by reducing the amount of motion required to type common English text.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image68.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under See also, select:

· Add a Dvorak keyboard and change other keyboard input settings.
	Under See also, select:

· Add a Dvorak keyboard and change other keyboard input settings by pressing ALT+G.

	4
	In Regional and Language Options, on the Keyboards and Languages tab, select:

· Change keyboards button.
	In Regional and Language Options, on the Keyboards and Languages tab, select:

· Change keyboards button by pressing ALT+C.

	5
	On the General tab, under Installed services, select:

· Add button.
	On the General tab, under Installed services, select:

· Add button by pressing ALT+D.

	6
	In Add Input Language, select:

· The Dvorak keyboard layout you want to use from the drop-down list. 

· Select OK.
	In Add Input Language, select:

· The Dvorak keyboard layout you want to use by pressing the arrow keys, then SPACEBAR. 

· Press ENTER.


Select an installed input language

	
	Mouse actions
	Keyboard actions

	1
	In Text Services and Input Languages, under Installed services:

· Select the Dvorak keyboard layout you just installed. 

· Select OK. 

· Select OK to close Regional and Language Options.
	In Text Services and Input Languages, under Installed services:

· Select the Dvorak keyboard layout you just installed by pressing ALT+I, then the arrow keys. 

· Press ENTER. 

· Select OK to close Regional and Language Options, by pressing TAB, then ENTER.
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Adjust cursor blink rate

You can change how fast the cursor blinks to reduce distraction or to increase visibility.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image70.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.

	3
	Under See also, select:

· Keyboard settings.
	Under See also, select:

· Keyboard settings by pressing ALT+B.

	4
	On the Speed tab, under Cursor blink rate:

· Select Cursor blink rate from None to Fast.

Note: The blinking cursor at the left of the dialog box will change as you make adjustments.

· Select OK.
	On the Speed tab, under Cursor blink rate:

· Move to the Cursor blink rate slider by pressing ALT+B. 

· Select a setting from None to Fast by pressing the arrow keys.

Note: The blinking cursor at the left of the dialog box will change as you make adjustments.

· Select OK by pressing TAB, then ENTER.
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Adjust character repeat rate

You can adjust how quickly a keyboard character is typed once you press a key and how quickly a keyboard character is repeated once you press a key.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image71.png]
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	2
	Under Explore all settings, select:

· Make the keyboard easier to use.
	Under Explore all settings, select:

· Make the keyboard easier to use by pressing TAB, then ENTER.


	3
	Under See also, select:

· Keyboard settings.
	Under See also, select:

· Keyboard settings by pressing ALT+B.


	4
	In Keyboard Properties, on the Speed tab, under Character repeat, select:

· Character repeat delay from Long to Short. 

· Character repeat rate from Slow to Fast.
	In Keyboard Properties, on the Speed tab, under Character repeat, select:

· Character repeat delay from Long to Short, by pressing ALT+D, then the arrow keys. 

· Character repeat rate from Slow to Fast, by pressing ALT+R, then the arrow keys.


	5
	To test your setting selections:

· Type in the Click here to hold down a key to test repeat rate box.
	To test your setting selections:

· Move to the Click here to hold down a key to test repeat rate box, by pressing ALT+T. 

· Hold down a key to test.


	6
	To save your selections:

· Select OK.
	To save your selections:

· Select OK by pressing TAB, then ENTER.


[image: image123.jpg]e gt ap—
oI g

‘Welcome To Speech Recogrition Voice Training

By oering oy red e o e computer,Spesch Rcagtenesn o yu k.

O the et page s g st il b diplayed.Whenheining s appars, e o n
pepestonaiy

Thesyte i din nelin v Wi o e fohd esing i he st i her .
horpaie, adomsaty e e ns .

¥ihe syt dos undestand whatyou s i ki o he s, Th s nrml, ek
Cheto concm

Clck ot o begntrining,

ot e recemmend oty ke theSpechRecogion kol s nadeion o mprving the
g e el 55 o ey e e it s

o (o)






Find keyboard shortcuts

Keyboard shortcuts can make it easier to interact with your computer. With keyboard shortcuts, you don't need to use the mouse as often.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Help and Support.
	To display Windows Help and Support:

· Press F1.

	2
	In Windows Help and Support:

· Type keyboard shortcuts in the Search Help box. 

· Select the Search icon.
	In Windows Help and Support:

· Move to the Search Help box by pressing TAB. 

· Type keyboard shortcuts. 

· Press ENTER.

	3
	Under Best 30 results for keyboard shortcuts:

· Select the Keyboard shortcuts topic.
	Under Best 30 results for keyboard shortcuts:

· Select the Keyboard shortcuts topic by pressing TAB, then ENTER.

Note: Press the arrow keys to move up or down in the topic.
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Sound Options[image: image72.jpg]



•
Adjust system volume 

•
Change system sounds

•
Turn on visual notifications for sounds (Sound Sentry) 

•
Turn on text captions for spoken dialog 

Adjust system volume
Although most computer speakers have a volume control, you can control the overall level of sound from your computer.

	
	Mouse actions
	Keyboard actions

	1
	To adjust system sound, select:

· The volume control icon in the Taskbar. 

· Move the slider up (to increase volume) or down (to decrease volume).
	To adjust system sound, select:

· The volume control icon in the Taskbar by pressing the Windows logo key [image: image73.png]


+B, then the arrow keys, and SPACEBAR. 

· Use the arrow keys to move the slider up (to increase volume) or down (to decrease volume).
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Change system sounds

You can have your computer play a sound when certain events happen, for example when you log on or when you receive a new e-mail. Windows comes with several sets of sounds that play for common program events. Additionally, some desktop themes have their own sound schemes. You can choose one of these, you can create your own custom sound scheme, or you can modify an existing scheme.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image74.png]
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	2
	Under Explore all settings, select:

· Use text or visual alternatives for sounds.
	Under Explore all settings, select:

· Use text or visual alternatives for sounds by pressing TAB, then ENTER.

	3
	Under See also, select:

· Audio Devices and Sound Themes.
	Under See also, select:

· Audio Devices and Sound Themes by pressing ALT+I.

	4
	In the Sound dialog box, select:

· Sounds tab.
	In the Sound dialog box, select:

· Sounds tab by pressing CTRL+TAB.

	5
	On the Sounds tab, under Sound Scheme, select:

· A Sound Scheme from the drop-down list. 

Note: Before saving your selections, see below for more options.

· Select OK.
	On the Sounds tab:

· Select Sound Scheme by pressing the ALT+H. 

· Select the Sound Scheme you want from the drop-down list by pressing the arrow keys. 

Note: Before saving your selections, see below for more options.

· Select OK by pressing TAB, then ENTER.


To change system sounds associated with a program event

	
	Mouse actions
	Keyboard actions

	6
	Under Program, select:

· The program event you want to change from the list. 

· A sound to apply to it from the list under Sounds. 

· Test the sound by selecting the Test button.

Note: You can also look for other sounds by selecting Browse and following the interface to add them to the sounds list.
	Under Program:

· Select the program event you want to change from the list by pressing TAB, and the arrow keys. 

· Apply a sound to it from the list under Sounds by pressing ALT+S, and the arrow keys. 

· Test the sound by pressing ALT+T.

Note: You can also look for other sounds by selecting Browse (ALT+B)and following the interface to add them to the sounds list.


To save your selections as a new Sound Theme

	
	Mouse actions
	Keyboard actions

	7
	After making all selections, select:

· Save As.

In Save Scheme As:

· Type a name for your new Sound Scheme. 

· Select OK.
	After making all selections, select:

· Save As by pressing ALT+V.

In Save Scheme As:

· Type a name for your new Sound Scheme. 

· Select OK by pressing TAB, then ENTER.
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Turn on visual notifications for sounds (Sound Sentry)

If you would rather receive notifications for system sounds visually rather than audibly, you can select Turn on visual notifications for sounds (Sound Sentry), and then choose the visual warning you want.

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image76.png]
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	2
	Under Explore all settings, select:

· Use text or visual alternatives for sounds.
	Under Explore all settings, select:

· Use text or visual alternatives for sounds by pressing TAB, then ENTER.

	3
	Under Use visual cues instead of sounds, select:

· Turn on visual notifications for sounds (Sound Sentry).
	Under Use visual cues instead of sounds, select:

· Turn on visual notifications for sounds (Sound Sentry) by pressing ALT+R.

	4
	Under Choose visual warning, select one of the following options:

· None. 

· Flash active caption bar. 

· Flash active window. 

· Flash desktop.

· Select Save.
	Under Choose visual warning, select one of the following options:

· None by pressing ALT+N. 

· Flash active caption bar by pressing ALT+B. 

· Flash active window by pressing ALT+W. 

· Flash desktop by pressing ALT+K.

· Select Save by pressing ALT+S.
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Turn on text captions for spoken dialog

Many programs use sound in animation and video, and others use sounds to indicate that activity is happening on your computer (such as when a document starts or finishes printing). Some of these programs provide text captions as rough equivalents for the audio information, like the closed captioning that accompanies your television programming. Using this option you can see the visual equivalents when sounds play (only available when media authors have provided this information).

	
	Mouse actions
	Keyboard actions

	1
	To open the Ease of Access Center, select:

· Start. 

· Control Panel. 

· Ease of Access. 

· Ease of Access Center.
	To open the Ease of Access Center, press:

· Windows logo key [image: image77.png]
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	2
	Under Explore all settings, select:

· Use text or visual alternatives for sounds.
	Under Explore all settings, select:

· Use text or visual alternatives for sounds by pressing TAB, then ENTER.

	3
	Under Use visual cues instead of sounds select:

· Turn on text captions for spoken dialog (when available). 

· Select Save.
	Under Use visual cues instead of sounds, select:

· Turn on text captions for spoken dialog (when available) by pressing ALT+U. 

· Select Save by pressing ALT+S.


Use Windows Speech Recognition[image: image78.jpg]



•
Start Speech Recognition 

•
Set up microphone 

•
Take Speech Tutorial 

•
Train your computer to better understand you 

•
Open the Speech Reference Card 

•
Advanced speech options

Start Speech Recognition

Speech Recognition allows you to control your computer by voice. Using only your voice, you can start programs, open menus, click buttons and other objects on the screen, dictate text into documents, and write and send e-mails. Just about everything you do with your keyboard and mouse can be done with only your voice.

[image: image79.jpg]


Tip   To get a list of keyboard shortcuts for Speech Recognition, right-click the Speech Recognition UI 
(bar with microphone button), when Speech Recognition is turned on, and select Open Speech Reference Card.

This tutorial shows you how to Start Speech Recognition the first time you use Speech Recognition, and to set it to turn on each time you log on.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image80.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	In Configure your Speech Recognition experience, select: 
· Start Speech Recognition.

The first time you select Start Speech Recognition you'll be taken through setting up your microphone and the Speech Tutorial. You'll also be given the option to set Speech Recognition to start each time you log on to your computer.
	In Configure your Speech Recognition experience, select:

· Start Speech Recognition by pressing ALT+S.

The first time you select Start Speech Recognition you'll be taken through setting up your microphone and the Speech Tutorial. You'll also be given the option to set Speech Recognition to start each time you log on to your computer.
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Set up microphone

Proper set up of your microphone will make your speech recognition interaction more effective.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image81.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	In Configure your Speech Recognition experience, select:

· Set up microphone.
	In Configure your Speech Recognition experience, select:

· Set up microphone by pressing ALT+M.

	3
	In the Microphone Setup Wizard:

· Select the type of microphone you will use for Speech Recognition. 

· Select Next. 
Read about and adjust your microphone as directed.

· Select Next. 
Read the text to adjust the microphone volume.

· Select Next. 

· Select Finish to complete the wizard.
	In the Microphone Setup Wizard:

· Select the type of microphone you will use for Speech Recognition by pressing TAB. 

· Select Next by pressing ALT+N. 
Read about and adjust your microphone as directed.

· Select Next by pressing ALT+N. 
Read the text to adjust the microphone volume.

· Select Next by pressing ALT+N. 

· Select Finish by pressing TAB, then ENTER to complete the wizard.
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Take Speech Tutorial

Quick and informative speech recognition tutorials will help you quickly get started using Windows Speech Recognition.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image82.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	In Configure your Speech Recognition experience, select:

· Take Speech Tutorial.

	In Configure your Speech Recognition experience, select:

· Take Speech Tutorial by pressing ALT+P.

	3
	In the Speech Recognition Tutorial:

· Read the introduction, then select Next to proceed through the tutorial.


Note: Since this tutorial is about speech recognition, you'll need to use your microphone and voice to proceed through it. You can use the mouse to select Next, if you'd like, or move forward and backward by selecting the sections at the bottom of your screen.
	In the Speech Recognition Tutorial:

· Read the introduction, then select Next by pressing ENTER to proceed through the tutorial.


Note: Since this tutorial is about speech recognition, you'll need to use your microphone and voice to proceed through it. You can press ENTER to select Next, if you'd like, or move forward and backward by selecting the sections at the bottom of your screen by pressing ALT+the underlined letter.
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Train your computer to better understand you

Carefully training your computer to better understand you will make your speech recognition experience smoother and more effective.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image84.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	In Configure your Speech Recognition experience, select:

· Train your computer to better understand you.
	In Configure your Speech Recognition experience, select:

· Train your computer to better understand you by pressing ALT+R.

	3
	In Voice Training:

· Read the Welcome to Speech Recognition Voice Training screen. 

· Select Next. 

· Read the training text that appears on screen (it only takes a few minutes).

After completing the first training you'll be given an opportunity to read more text to further train Speech Recognition to understand your commands and dictation. The more you train it, the better it will work.

· Select More Training. 

· Read the training text that appears on screen. 

· Select Finish.
	In Voice Training:

· Read the Welcome to Speech Recognition Voice Training screen. 

· Select Next by pressing ALT+N. 

· Read the training text that appears on screen (it only takes a few minutes).

After completing the first training you'll be given an opportunity to read more text to further train Speech Recognition to understand your commands and dictation. The more you train it, the better it will work.

· Select More Training by pressing ALT+M. 

· Read the training text that appears on screen. 

· Select Finish by pressing ALT+F.
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Open the Speech Reference Card

Always available is a list of speech recognition commands you can access on screen, or print.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image85.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	In Configure your Speech Recognition experience, select:

· Open the Speech Reference Card.
	In Configure your Speech Recognition experience, select:

· Open the Speech Reference Card by pressing ALT+C.

	3
	In Windows Help and Support, select:

· Show All to display all of the Speech Recognition shortcuts.

If you want to print a copy, select:

· Print icon to begin printing the list.
	In Windows Help and Support, select:

· Show All to display all of the Speech Recognition shortcuts by pressing TAB, then ENTER.

If you want to print a copy, select:

· Print by pressing CTRL+P, then ENTER.
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Advanced speech options

There are a number of options in Windows Speech Recognition that you can adjust to make speech recognition more efficient.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu, select:

· Control Panel. 

· Ease of Access. 

· Speech Recognition.
	Display the Start menu by pressing the Windows logo key [image: image86.png]


, then select. 

· Control Panel by pressing the arrow keys, then ENTER. 

· Ease of Access by pressing the arrow keys, then ENTER. 

· Speech Recognition Options by pressing the arrow keys, then ENTER.

	2
	To the left of Configure your Speech Recognition experience, select:

· Advanced Speech Options.
	To the left of Configure your Speech Recognition experience, select:

· Advanced Speech Options by pressing ALT+A.

	3
	On the Speech Recognition tab:

· Under Language, select the language you want Speech Recognition to use (if you have more than one installed). 

· Under Recognition Profiles select your profile from the list of computer users (or default if you are the only user).

Note: You can add a profile by selecting the New button and following the prompts to create a new profile and train the computer on your voice.
	On the Speech Recognition tab:

· Under Language, select the language you want Speech Recognition to use (if you have more than one installed), by pressing ALT+L and the arrow keys. 

· Under Recognition Profiles select your profile from the list of computer users (or default if you are the only user), by pressing ALT+P and the arrow keys.

Note: You can add a profile by selecting the New button, by pressing ALT+N, and then following the prompts to create a new profile and train the computer on your voice (use ALT+the underlined key to select a command).

	4
	Under User Settings select from these options:

· Run Speech Recognition at startup if you want Speech Recognition to turn on for your user profile when you log in. 

· Allow computer to review your documents and mail to improve speech recognition accuracy. 

· 1 or 2 spaces to insert after punctuation when you're dictating. 

· Configure Microphone if you have not yet configured the microphone you will be using for Speech Recognition. Then, follow the wizard prompts to complete the configuration. 

· Select OK.
	Under User Settings select from these options:

· Run Speech Recognition at startup if you want Speech Recognition to turn on for your user profile when you log in, by pressing ALT+R. 

· Allow computer to review your documents and mail to improve speech recognition accuracy, by pressing ALT+O. 

· 1 or 2 spaces to insert after punctuation when you're dictating, by pressing ALT+P and the arrow keys. 

· Configure Microphone if you have not yet configured the microphone you will be using for Speech Recognition, by pressing ALT+C. Then, follow the wizard prompts to complete the configuration (use ALT+ the underlined key to select a command). 

· Select OK by pressing TAB, then ENTER.
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Make the Internet Easier to Use [image: image88.jpg]



•
Zoom in on a Web page 

•
Change text size on Web pages 

•
Choose colors used on Web pages 

•
Choose fonts used on Web pages 

•
Choose accessibility settings for Web pages 

•
Format Web pages using a custom style sheet 

•
Choose advanced settings

Zoom in on a Web page

With Microsoft Internet Explorer 7 you can make Web pages easier to read by magnifying the page (zooming in). If you zoom in, everything on the Web page will be magnified (including text, images, and controls). Zooming will change the magnification of the Web site, regardless of the Web site's formatting. See also Change text size on Web pages.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image89.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	To zoom in or out on a Web page:
· Click the Magnifying glass icon at the bottom right corner of the Internet Explorer window. Or, select the arrow to open the list of options and select one.
	To zoom in or out on a Web page:
· Press CTRL + PLUS SIGN (+) to zoom in, or CTRL + HYPHEN (-) to zoom out.
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Change text size on Web pages

With Microsoft Internet Explorer 7 you can make Web pages easier to see by changing the size of text used on Web pages. If you change the text size, graphics and controls will remain in their original size but the text size will change. If the text size was explicitly set by the person who created the Web page you must override it. See Choose accessibility settings for Web pages.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image90.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	To change the text size on a Web page:

· Select the Page menu. 

· Point to Text Size. 

· Select your choice of Largest, Larger, Medium, Smaller, Smallest text sizes.
	To change the text size on a Web page:
· Select the Page menu, by pressing ALT+P. 

· Select Text Size by pressing X. 

· Select your choice of Largest, Larger, Medium, Smaller, Smallest text sizes by pressing the arrow keys, then ENTER.



Choose colors used on Web pages

To make Web pages easier to see, you can change the text, background, link and hover colors in Internet Explorer 7.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image91.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	In Internet Explorer 7:

· Select the Tools menu. 

· Select Internet Options.
	In Internet Explorer 7:

· Select the Tools menu, by pressing ALT+O. 

· Select Internet Options by pressing O.

	3
	On the General tab, select:

· The Colors button.
	On the General tab:

· Select the Colors button by pressing ALT+O.

	4
	Under Colors:

· Remove the check mark from the Use Windows colors check box. 

· Choose a text color by selecting the color box next to Text and then choosing from the available colors. 

· Choose a background color by selecting the color box next to Background and then choosing from the available colors. 

· Choose a visited link color by selecting the color box next to Visited and then choosing from the available colors. 

· Choose an unvisited link color by selecting the color box next to Unvisited and then choosing from the available colors.
	Under Colors:

· Remove the check mark from Use Windows colors by pressing ALT+W. 

· Choose a text color by selecting the color box next to Text by pressing ALT+T, and then choosing from the available colors by pressing the arrow keys, then ENTER. 

· Choose a background color by selecting the color box next to Background by pressing ALT+B, and then choosing from the available colors by pressing the arrow keys, then ENTER. 

· Choose a visited link color by selecting the color box next to Visited by pressing ALT+I, and then choosing from the available colors by pressing the arrow keys, then ENTER. 

· Choose an unvisited link color by selecting the color box next to Unvisited by pressing ALT+N, and then choosing from the available colors by pressing the arrow keys, then ENTER. 

· Choose a hover color by selecting the color box next to Hover by pressing ALT+O, and then choosing from the available colors by pressing the arrow keys, then ENTER.

	5
	To use a color for links you hover over with the mouse,

· Select the Use hover color check box, and then select the color box next to Hover and then choose from the available colors.
	To use a color for links you hover over with the mouse,

· Select the Use hover color check box by pressing ALT+H, and then select the color box next to Hover by pressing ALT+O, and then choose from the available colors by pressing the arrow keys, then ENTER.
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Choose fonts used on Web pages

You can choose the fonts used on Web pages and documents to make them more legible.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image93.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	In Internet Explorer 7:

· Select the Tools menu. 

· Select Internet Options.
	In Internet Explorer 7:

· Select the Tools menu, by pressing ALT+O. 

· Select Internet Options by pressing O.

	3
	On the General tab:

· Select the Fonts button.
	On the General tab:

· Select the Fonts button by pressing ALT+N.

	4
	Under Webpage font:

· Select the font you want to use from the drop-down list.
	Under Webpage font:

· Select the font you want to use from the drop-down list by pressing ALT+W, then the arrow keys.

	5
	Under Plain text font:

· Select the font you want to use from the list. 

· Select OK.
	Under Plain text font:

· Select the font you want to use from the list by pressing ALT+P, then the arrow keys. 

· Select OK by pressing ALT+O.
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Choose accessibility settings for Web pages

You can choose to set Internet Explorer to ignore colors, font styles, and font sizes specified on Web pages to make the pages easier to see. You can also choose to format documents using your own style sheet.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image95.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	In Internet Explorer 7:

· Select the Tools menu. 

· Select Internet Options.
	In Internet Explorer 7:

· Select the Tools menu, by pressing ALT+O. 

· Select Internet Options by pressing O.

	3
	On the General tab:

· Select the Accessibility button.
	On the General tab:

· Select the Accessibility button by pressing ALT+E.

	4
	Under Formatting, select:

· Ignore colors specified on webpages if you want your browser to ignore colors specified on Web pages. 

· Ignore font styles specified on webpages if you want your browser to ignore font styles specified on Web pages. 

· Ignore font sizes specified on webpages if you want ignore font sizes specified on Web pages.
	Under Formatting, select:

· Ignore colors specified on webpages if you want your browser to ignore colors specified on Web pages, by pressing ALT+C. 

· Ignore font styles specified on webpages if you want your browser to ignore font styles specified on Web pages, by pressing ALT+S. 

· Ignore font sizes specified on webpages if you want your browser to ignore font sizes specified on Web pages, by pressing ALT+Z.

	5
	To format Web pages using your own style sheet, under User style sheet, select:

· Format documents using my style sheet. 

· Style sheet, then type the name of your style sheet, or navigate to it by selecting the Browse button.
	To format Web pages using your own style sheet, under User style sheet, select:

· Format documents using my style sheet by pressing ALT+D. 

· Style sheet, by pressing ALT+T, then type the name of your style sheet, or navigate to it by selecting the Browse button by pressing ALT+B.
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Format Web pages using a custom style sheet

You can choose to set your browser to format documents using your own style sheet.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image97.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	In Internet Explorer 7:

· Select the Tools menu. 

· Select Internet Options.
	In Internet Explorer 7:

· Select the Tools menu, by pressing ALT+O. 

· Select Internet Options by pressing O.

	3
	On the General tab:

· Select the Accessibility button.
	On the General tab:

· Select the Accessibility button by pressing ALT+E.

	4
	Under User style sheet, select:

· Format documents using my style sheet. 

· Style sheet, then type the name of your style sheet, or navigate to it by selecting the Browse button. 

· Get a custom style sheet at www.microsoft.com/enable/training/ie5/css.aspx
	Under User style sheet, select:

· Format documents using my style sheet by pressing ALT+D. 

· Style sheet, by pressing ALT+T, then type the name of your style sheet, or navigate to it by selecting the Browse button by pressing ALT+B. 

· Get a custom style sheet at www.microsoft.com/enable/training/ie5/css.aspx
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Choose advanced settings

To make Web pages easier to see and work with, you can change several accessibility, browsing, multimedia and printing settings in Internet Options.

	
	Mouse actions
	Keyboard actions

	1
	On the Start menu:

· Select Internet Explorer 7.
	Display the Start menu by pressing the Windows logo key [image: image99.png]


. 

· Select Internet Explorer 7 by using the arrow keys, then ENTER.

	2
	In Internet Explorer 7:

· Select the Tools menu. 

· Select Internet Options.
	In Internet Explorer 7:

· Select the Tools menu, by pressing ALT+O. 

· Select Internet Options by pressing O.

	3
	In Internet Options:

· Select the Advanced tab.
	In Internet Options:

· Select the Advanced tab by pressing CTRL+TAB.

	4
	Under Accessibility, select from these options:

· Always expand ALT text for images. 

· Move system caret with focus/selection changes. 

· Reset text size to medium for new windows and tabs. 

· Reset text size to medium while zooming (takes effect after you restart Internet Explorer). 

· Reset zoom level to 100% for new windows and tabs.
	Under Accessibility, select from these options by using the arrow keys to move up and down, and the SPACEBAR to insert or remove the checkmark:

· Always expand ALT text for images. 

· Move system caret with focus/selection changes. 

· Reset text size to medium for new windows and tabs. 

· Reset text size to medium while zooming (takes effect after you restart Internet Explorer). 

· Reset zoom level to 100% for new windows and tabs.

	5
	Under Browsing, select from these options:

· Underline links either Always, when you Hover over them, or Never. 

· Use inline AutoComplete. 

· Use smooth scrolling.
	Under Browsing, select from these options by using the arrow keys to move up and down, and the SPACEBAR to insert or remove the checkmark:

· Underline links either always, when you hover over them, or never. 

· Use inline AutoComplete. 

· Use smooth scrolling.

	6
	Under Multimedia, select from these options:

· Always use ClearType for HTML. 

· Enable automatic image resizing. 

· Play animations in webpages. 

· Play sounds in webpages. 

· Show image download placeholders. 

· Show pictures. 

· Smart image dithering.
	Under Multimedia, select from these options by using the arrow keys to move up and down, and the SPACEBAR to insert or remove the checkmark:

· Always use ClearType for HTML. 

· Enable automatic image resizing. 

· Play animations in webpages. 

· Play sounds in webpages. 

· Show image download placeholders. 

· Show pictures. 

· Smart image dithering.

	7
	Under Printing, turn on or turn off:

· Print background colors and images.
	Under Printing, select by using the arrow keys to move up and down, and the SPACEBAR to insert or remove the checkmark:

· Print background colors and images.


[image: image100.jpg]9] Move s cret e o elcon s
9] Rttt e o o e s
19 Rttt e o e e oo
9) Rt e 0 050 e v

o
7 e s drs sy v
9] Desl st deugpn (it i)

9) el ot deugpns %)
) Dy aetican s vry s er
5] v TPl v (e f et i)

st oy s, dsosesenser
e e .

Yooy s sy e s sl





PAGE  
78

